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Introduction: Sign Procurement Procedures A.1
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Once the need for a new or replacement
sign has been identified, the Project Sign
Program Manager or other designated
individual will prepare a Sign Order
Worksheet.

All signs must be procured using the
guidance provided in the Federal
regulations. These channels must be fol-
lowed unless a waiver is obtained from
the appropriate agency.

Wood-routed signs, which have a blan-
ket exemption, are available through
commercial sign manufacturers on the
GSA schedule or other pre-negotiated
contracts that have demonstrated ability
to meet Corps standards.

The Purchase Request (DA Form
3953) and the Project Sign Order
Worksheet will be prepared by the origi-
nating office. The Project Sign Order

Worksheet, which includes sign details,
should be attached to the purchase
request. Page A.3 of this section
describes what other attachments are
required depending on fabricator knowl-
edge of the Corps Sign Standards
Manual.

If there is an established GSA or Corps
of Engineers national contract in effect for
a specific sign type, there is no require-
ment for an ordering office to get addi-
tional quotations prior to issuing a sign
order. It is, however, imperative that the
sign fabricator or material supplier fully
understand the Corps of Engineers Sign
Standards Manual as applicable to the
type of sign being produced, and have
the ability to execute the order without
altering the standards contained in this
manual.



Project Sign Order Worksheet

A.2
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Instructions: Refer to the guide-
lines below when preparing a
Project Sign Order.

1) Requisition Number: Enter reqg-
uisition number from the attached
Form 3953.

2) Ship to: Enter receiving location
address and any specific instruc-
tions needed for delivery.

3) Requesting Personnel: It is
important to note name and tele-
phone number of requesting indi-
viduals so that the manufacturer
has a knowledgeable contact per-
son if there are questions concern-
ing fabrication of the job.

4) Order Summary: Check appro-
priate boxes.

5) Sign Panel (1a): Enter all
requested information from the
respective manual page. Note
Plan ID number if order is for an
Individual sign. If substituting alu-
minum for a sign that shows the
specific code as HDO, place ALU
and the appropriate number on the
block rather than HDO number.

6) Custom Sign Panel (1b): Use
area on left to enter proposed leg-
end as it will be displayed (line-for-
line) on the actual sign for non-
standard signs (up to 8 lines).
Custom signs with symbols includ-
ing symbol directional signs and
slat system signs are to be speci-
fied in the space provided on the
right. Note any special require-
ments In the area below the
description of the sign. If
silkscreening rather than die-cut
letters is appropriate because of
the quantity of signs being

ordered, note this in the comments.

/) Mounting Assembly: Note any
special requirements.

8) Installation: Describe any
unusual conditions that will effect
sign installation.

9) Costs: Summarize costs as pro-
vided by approved suppliers.

Shown below is a reduced version of a
sign order worksheet. This worksheet is
to be used when ordering all project
signs as specified in this manual. This
sample worksheet has been filled out to
show how the Project Sign Program
Manager will request signs. The instruc-
tions to the left of the example describe
what information is to be placed on

the worksheet.

The example below describes an order
for a sign with three symbols and a direc-
tional arrow. It is part of a twelve page
order that includes installation.

Full size reproduction art is provided in
Appendix F, page F.145 for use when
printing copies of this worksheet.

Worksheet

US Army Corps
of Engineers

Project Sign Order

Aequisition RNumber
0010-5431

Cate
1/2/87

Fage ot [JE0es

i) 12

Ship To:
D. Stevens

J. Percy Priest Dam and Lake

NMaghville, Tenn 37214

Stewarts Ferry Pike and Bell Road

Prepared by:
Dave Stevens

Date Telepghone

7/2/98 |ElS-EEE—lEﬂD
Approved by:

M.Nelson
Date Telaphone
7/6/89 |ElS—EEE—l?Bl

through approved: proceduse within éach district.

Instructions: Enter sl requested information. Uze separate Sign Order Workshaets for sach different
argn type Mullipie orders of igentical sign types can be combined on one worksneat. Atach
thig arger and oifier appropriate documentation o sfandard form DA-3353 and Frocess

Ordered by!
R.Butterberg

Cals Telephans

7/14/89 |615-634-2187

5Dﬁ:'ulr _1 Sign Panel{s] only Lo Singla face sign (ane panel)
EEFY _| Sign Pansl{s) with posts (and Irame as requirsd) [ Double fate sign (lwo paneis)
30 Postand Panel with instaliation [ Corps Castle Insern
1a. EI% Sign TYpe fanual Fags Legend Size Fanal Size GErd Mo Spac. Cada Cole Plam D Mo
e pRSS-3 (8.6 | 1.5 51x 21.5" | - HDO-03 | BR/WH |B-71

1b. Custom Use for; Idenfification, directioral, symbol, and special applicatian slgns

Uze 1o spacity. diractional symbel ama
slat system signs

Sign

Panel Legend; Line-for-ling a3 1o -appear an sga Symbal/ Slat 4 SymibalsStal 2
1 RS-054 R5-061
5 Symizoli 3lat 3 Symmoolisial 4
4 RE-044 |
1 2 3 4 5
4 |
; S KRN A I=>|
Far Symbol Signs indicais
B, arrow oirection by numosr 5
T
i Far Slat Sysiem Signs | HGO-3)
: indicate numbar of slats
Commenis -
Iia
2. Mounting Ground Mounad Post-size HAGL 3. Installstion Mola-any spacial requiremants or gite conditions
Assembly x Ay 40 |5 L that will aflect sign plagement
Wall Maurted Surface material 1

|
—

Tnetallation of complete crder
on or before 89/14/89. Call

Commants

Froset level min. 36"

Dave Stevens to schedule

4. Cost Summary Zign Panel Coat gar wni Quantity Coat
5 T76.28 1 3 o8
Maunting
Azsambly g 26 .12 1 % 26.12
Installation _
3 16.50 1 % 16.50
Shﬁ-n.ng
|5 12.10 1 ¥ 12.10
Tolal Cost
3 131.00




Bid Package Requirements

A.3

The Corps of Engineers has developed
specific design standards and material
specifications for all signs ordered for,
and placed on Corps projects.

The function of these standards is to
help insure that the signs fulfill their com-
municative function, and that they are
manufactured and constructed to last
and be similar to all of the other signs in

the system. The successful implementa-
tion and maintenance of these standards
depends in large part on how the signs
are procured. If a sign fabricator has an
established contract with the Corps of
Engineers to fabricate the sign type
being ordered, and has met all require-
ments for approvals, it is not be neces-
sary to supply a comprehensive order

package as listed below.

If a sign fabricator is not familiar with
the Corps Sign Standards, and has not
worked on prior contracts, a procurement
package, or request for quotation should
Include related materials from Volume 1
and all materials from items 1 through 3
below and the appropriate material speci-
fications from item 4.

1 Sign Order

This may be a Sign Order Worksheet as shown in the manual (page A.2 and F.145) or
a summary list of signs. All signs ordered should be listed by sign type, legend size,

and specification code.

2 Manufacturer Conditions

Attach a copy of:

Specifications: Introduction and General Conditions (page B.1 through B.2b)

3 Contract Performance
Specifications

Attach copy of:

a. Contract Performance Specifications for Sign Fabricators and Material

Suppliers (page B.2d-i)

b. Sign Materials and Manufacturers List (Section E)

4 Material Specification

Attach appropriate specification and fabrication drawings as listed below.
a. Routed Redwood Signs (RRW, page B.3 through B.3-2, and B.3-6 )
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HDO Plywood Signs (HDO, page B.4 through B.4-9)

Aluminum Signs (ALU, page B.5 through B.5-6)

. Screen Printed Signs (SCP, page B.6, B.6a, B.6-7, and B.6-10)

Related Fabrication Details (page B.7-1 through B.7-10

Injection Molded Plastic Signs (IMP, page B.8 through B.8-5)

Fiber Reinforced Polyester Signs (FRP, page B.9 through B.9-1)

. Porcelain Enamel on Steel Signs (PES, page B.10, B.10a, and B.10-6)
Flexible Sign Marker (FSM, page B.11 and B.11-7)
Individually Cut Letterforms (ICL, page B.12 through B.12-3)

. Waterway Signs (WTW, page B.13 through B.13-15)



